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OFFICE OF GENERAL SERVICES

REPORT OF OPERATIONS

TO : Chief, General Services
FTROM : Chief, Records Menagement & Distribution Branch

SUBJECT: Monthly Report of Operations for the period ending
30 September 1953

A. Personnel On Duty Vacancies In Process

Office of Chief 25X1
Rcds. Mgt. Section

Rcds. Center Section
Mail Control Section

1. No. on leave three days or more:
Records Mgt. Section- 25X1
Mail Control Section-
Records Center Sec.-

2. No. on special detail out of office___ 1l . How long?
» Records Mgt. Section- O
.| Records Center Section-0
' Mail Control Section- 1

3. Whé’ti:*e: One man in Transportation D’viaion as full time courier.

L. No pendlng resignation, transfer and/or reassignment:
Records Management Section- 25X1
.~ Records Center -
') Mail Control -

ol
5. Spécific cases on item 4 not in previous reports.

.t'\

6. Neﬁ gpplicants interviewed * . Recruited by Personnel
Récfuﬁted “by this office___ e |
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B, Administration and Problems;

_ s Management Se ction - In & meeting with __Jef OXC 25X 1
1t was agreed that a records analyst from this office-would | :
study OIC records materisl for the purpose of establishing &

‘mubject 1ist in conformanse with the Agsuoy standard f£1iling
syatom, ltentatimmngdateofmmmmmw-.
1ished, i RO

411 of the mmmremea were obtained om the

Kotices effecting standardization of correspondence-type eeiing
eabinets and folders and guideg.

A records control schedule for all of the recowds of the
Genersl Services O7fice has been completed, All of the files
in the Gemeral Services Office have been converted to the :
standard Agency system with the exception of those in the office
of the Chief, vhich are now being worked on,

A program for the trainimg of Area Records Officers in the
Vital Materials Program st the Repoaitory has been dewsloped,
The em-hasis of this particular training is om the Repository
procedure and the proper indexing and identifying of vital
materials in order that the Area Records 0fficers may more quickly
and positively service requests for material as meeded in the
event of an emergency, It is plamned to take the Area Records
Officers from the DD/A group to the Repository the first week
in October and the DD/I greup the following week, V

‘ Mr. Robert H, Johnson, Assistant to Exscutive Secretary,
National Security Coumcil, has requested the assistance of this -
office in preparing a records ecemtrol schedule for all WSG records,
Mr, Jehnson 8lso expressed interest in storing ESC resords in the
. Records Center. It is tentatively plaxmed that a survey of NEC -
will be started in October, . ,

The Agency File Mamml is nov being printed to distribute
for Agency-wide comcurremce before issuance s a Handbook, -

Reeords Center Section - It is to transfer the remain. .

Re cords Center activities in | 25X1

25X1 | | and to relsase the | [ Te ’ 25X1"
additional renovations in the building were neeessary and 25X1

are being made, A comparison o costs imdicated that am additiomal
$3,810 would be required to make the needed changes and the move . .
would cost $3,000, However, present operation of | o 25X1
ineluding a 2/~hour post, anmual lease and operation amd '
naintenance cost is $482,04, The change would, thereforey
mean & net $33,672.0, in the first year of operatiom,
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.Sinea the saving affects both PBS and this ‘gency, it vas
agreed that PES would assums the $3,000 cost of the move amd
that the Agency would pay the $3,810 for the cost of remo=
vation, -

_ The contract for the stesl shelving mecessary to equip
25X1 ~ ihe as a Records Center was avarded to the
fepubliec tion. Efforis sre nov being made to
expedite delivery of the shel t 1t may be ine
stalled prior to the move from 25X1

This office has had the custody for some time of a large
quantity of JARIS material which has been stored in various
attics and storage rooms., There was no inventory om this

. material mor was it in amy order, Following the move into the
(N | this materisl was sorted and inventeried
and i: now aveilable for issuance, The total volume was 1,625
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€. PROJECT STATUS REPCRT

Zroject 153 ~ Records Mamagemsnt Survey of the Office

No further sctiom pending a reply to Teport submitted
£ April 1953,

‘"I‘Oj 3-53 « Proparation of a comprehensive schedule
for the disposition of fiscal records,

There h's been no chinge in the status as reported
Jast month,

Frojest 453 » The survey of the Office of (peratioms
{Contact Division) has been completed,

Projeet 5+53 ~ Mats are now belmg prepared for the
Correspondence Manval for the preparation

of copies to be distrituted for Agency-wide
¢learance,
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E. W(RK DMPROVEMENT PROJECT

Project 4=53 - Preparation of Hwook setting forth
procedures of the Mail Room, Oourier
service and messenger persomnel of the
Mail Control Section, :

Work on the Hamdbook is progressing and is estie
mated to be 90% completed,
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_ SECURTTY INFORMATION o

MONTHLY REPORT - MAIL CONTROL SECTION
September 1953

THIS MONTH O DATE¥
Lo ZNCGNG MATLS
(a) Delivery by Pest Office ” St 19,891 63,996
(b) Picked up from Post Office by courie:ﬁz 2,008 5,721
%g% %g}%zg;p from City by courier uwlia 3,819 U,4L23
mmm” hd Reviewed 55986 17,518
- Recorded
(¢) Undeliverable (held in Mail Room o ‘21 21
2, OUICOING MAIL:
{(a) Picked up by Post Office \\ S 12,075 | 38,069
(o) Deposited in Post Office by courler -~ 12,547 32,392
(g) City Deliveries - 5,868 17,716
(d) Penalty Indicia Used
(1) CIA 2,356 75234
g% gg%s 6,31;'{ 17,232
(e) Postage Expended 3,271.13 9,95L.32
3. COURIER SERVICES | |
(2) Scheduled Trips 1,002 3,057
(b) Special Trips = Within Agency 225
(1) Deliverad by foob 61 %la‘g
(2) Delivered by wehicle 16h 16
{(c) Other Agencies %ﬁ O%
(d) Trips outside ares 7 20

(1) Total time : 9 hrs. 50 min. 340 brse L8 mine
Lo FILE ACTIVITYS

(a) Checking(c(;uriar receipts 20 79
1) Totel time hre. 30 min. 26 hrs. 30 mine
(b) Requests for Administrative Files 7 hrs i]_ e 6 brs 3630 o
(1; Requests filled 8 26
(#) Requests unfilled 3 10

, 25X1
5. Reerultmsnbs

(a) Couriers
(b) Mail Clerks
(c) Messengers

6., SEPARATIONSS

{a) Couriers
(b) Mail Clerks
(c) Messengers

% The figures APRIAeEFhReletkR 2608/04/15 : CHLRIRT7dWZFIREES 06255043808 yeare
: CONFIDENTIAL
SECURITY INFORMATTON
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ONTHLY REPQORT - DISTR]’ QU’IIOI\T DATE Sep*benﬂer .}053
» L7
THIS MONTH TO DaYE*
1. INTELLIGEMCY & INFCRMATICON REPORTS 1952 1953
a., Request for Supplemental Distribution EIS 532 1612
b, Intelligence Reports: '
Received ( CoplesShlt ) 102 21
Distributed ( Copies 1890 ) 2?9 310 Zggg
Returned ( Coples 2156 s 1013 :
c. Information Reports
Received ( Copies 4909 ) : 1343 Lo
Distr1buted { Coptles 93?3 ) 339 2@8§ lﬁggg
2, ADMINISTRATIVE ISSUALCES
" a., Request for Supplemental Digtritution o
b, Regulations 53 h3 138
(1) Initial Distribution
( Copies 83p ) e _
(2) Supplemental.Distribution 135 3 20
( Coptes 176 ) - h 69 693
c. Notices
(1) 1Initial Distridution -
( Copiesy2 206)
(2) Supplemental Distribution u 8 20
( Copies 3ho ) 18 73 16
d., Other
(1) Initial Distridution
( Copies ) o 5 6
(2) Supplemental Distribution
( Copies g ) o 3 ' u

Q?%Q/ is al

cumulative

xk Th Jul thro mbe‘?'”tal of informagion reports received-
uded in e to 1 ofIntelligence Reports received.

zuly 19§2 will always reflect
of the report.
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MONTHLY REPCRT » RECORDS CENIER  DATE Septesher 1953

TEIS WoTH 70 DATE®
1. Records Storage ( all figures in
gubie feet)
;;g Hecaived - 348 687
b) Destroyed 0 21
¢) BRecords Storape:  (Total)
00
' 4558
25X1 | 2798
rotal..... TEB-
2, Records Reference
ia} Service Requests S 180 AN
b) Items om Requests - _ 556 1426

3. Inter-igency Reference Service
(a) Requests

* The totals in the “TO DATLY columm will revert t0 O at the end of each fiseal
 year and after Jume 1952, will always reflect the cummlative totals for the

fiscal year of the report,
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1. Projeets Pondine

8. “ative locords Ceoup
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b, Docerd Grousy Locrebicas I
2. Frojocte Lo Procogs and lopnlched
e antlro Uocords Uroun
(1)} In Precccs 1 2
{2) Cooloted v 9 12

be Soeowds Grous lecrotions

{1) ZIn Proczos . 0

{2) ZComlotod ‘ 0 I
ce Images Mlnod (Tosall. 954703 1&0,6&9

(1) Dotery Sezawa 553 3,110
{2} TFletbod Camera 954230 117,739

de Doolp (30D &)

(1} In Proccss 2 )
{2) Vo Lo Dovicued - k5 —_—

{3) Devicsed 26 39

#he totals In the "Po Date” cokrm will reverd to O ot the oad
ef eaeh flgeal yoor ond, sberblng with Juiy 1953, will olwnys rofloct
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